
APPENDIX E (REQUEST FOR PROPOSALS (RFP) TRANSMITTAL  
TO REQUEST A SOLICITATION REQUIREMENTS REVIEW) 

 
Potential Proposer’s Name:  Date of Request: 

 

Project Title:  Project Number: 
 

 
A Solicitation Requirements Review is being requested because potential Proposer 
asserts that it is being unfairly disadvantaged for the following reason(s) (check all that 
apply): 
  

  Application of Minimum Mandatory Qualifications 

  Application of Evaluation Criteria 

  Application of Business Requirements 

  Due to unclear instructions, the process may result in County not receiving the 
  best possible responses 
 
For each area contested, potential Proposer must explain in detail the factual reason(s) 
for the requested review (attach additional pages and supporting documentation as 
necessary): 
 

 

 

 
I understand that this request must be received by County within ten (10) business 
days of issuance of the solicitation document. 
 
Request submitted by:  
 
Name:  

Signature:  

Title:  

 

For County Use Only 

Date Transmittal Received by County:   

Date Solicitation Released:   

Date Response Sent to Potential 
Proposer:   

Reviewed by:   

Results of Review and Comments:   

 



APPENDIX F (COUNTY OF LOS ANGELES POLICY ON DOING BUSINESS WITH 
SMALL BUSINESS) 

 
Forty-two percent (42%) of businesses in Los Angeles County have five (5) or fewer 
employees.  Only about four percent (4%) of businesses in the area exceed 100 
employees.  According to the Los Angeles Times and local economists, it is not large 
corporations, but these small companies that are generating new jobs and helping move 
Los Angeles County out of its worst recession in decades. 
 

WE RECOGNIZE: 
 

The importance of small business to the County. . . 

 in fueling local economic growth 

 providing new jobs 

 creating new local tax revenues 

 offering new entrepreneurial opportunities to those historically under-represented 
in business 

 
The County can play a positive role in helping small business grow. . . 

 as a multi-billion dollar purchaser of goods and services 

 as a broker of intergovernmental cooperation among numerous local jurisdictions 

 by greater outreach in providing information and training 

 by simplifying the bid/proposal process 

 by maintaining selection criteria which are fair to all 

 by streamlining the payment process 
 

WE SHALL THEREFORE: 
 

1. Constantly seek to streamline and simplify our processes for selecting our 
vendors and for conducting business with them. 

 
2. Maintain a strong outreach program, fully-coordinated among our departments 

and districts, as well as other participating governments to:  a) inform and assist 
the local business community in competing to provide goods and services; and, 
b) provide for ongoing dialogue with and involvement by the business community 
in implementing this policy. 

 
3. Continually review and revise how we package and advertise solicitations, 

evaluate and select prospective vendors, address subcontracting and conduct 
business with our vendors, in order to:  a) expand opportunities for small 
business to compete for our business; and b) to further opportunities for all 
businesses to compete regardless of size. 

 
4. Ensure  that  staff  who  manage  and carry out the business of purchasing goods 

and services  are well  trained,  capable  and  highly  motivated  to carry out the 
letter and spirit of this policy. 

                                                                           



APPENDIX G (JURY SERVICE ORDINANCE) 
 
 

2.203.010  Findings. 
2.203.020  Definitions. 
2.203.030  Applicability. 
2.203.040  Contractor Jury Service Policy. 
2.203.050  Other Provisions. 
2.203.060  Enforcement and Remedies. 
2.203.070  Exceptions. 
2.203.090  Severability. 
 
2.203.010  Findings. 
 
The Board of Supervisors makes the following findings. The County of Los Angeles 
allows its permanent, full-time employees unlimited jury service at their regular pay. 
Unfortunately, many businesses do not offer or are reducing or even eliminating 
compensation to employees who serve on juries. This creates a potential financial 
hardship for employees who do not receive their pay when called to jury service, and 
those employees often seek to be excused from having to serve. Although changes in 
the court rules make it more difficult to excuse a potential juror on grounds of financial 
hardship, potential jurors continue to be excused on this basis, especially from longer 
trials. This reduces the number of potential jurors and increases the burden on those 
employers, such as the County of Los Angeles, who pay their permanent, full-time 
employees while on jury duty. For these reasons, the County of Los Angeles has 
determined that it is appropriate to require that the businesses with which the County 
contracts possess reasonable jury service policies. (Ord. 2002-0015 § 1 (part), 2002) 
 
2.203.020  Definitions. 
 
The following definitions shall be applicable to this chapter: 
 
A.  “Contractor” means a person, partnership, corporation or other entity which has a 

contract with the County or a subcontract with a County contractor and has 
received or will receive an aggregate sum of $50,000 or more in any 12-month 
period under one or more such contracts or subcontracts. 

 
B. “Employee” means any California resident who is a full-time employee of a 

contractor under the laws of California. 
   
C. “Contract” means any agreement to provide goods to, or perform services for or 

on behalf of, the County but does not include: 
 

1. A contract where the Board of Supervisors finds that special circumstances 
exist that justify a waiver of the requirements of this chapter. 
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2. A contract where or State law or a condition of a Federal or State program 
mandates the use of a particular contractor. 

 
3. A purchase made through a State or Federal contract. 
 
4. A monopoly purchase that is exclusive and proprietary to a specific 

manufacturer, distributor, or reseller, and must match and inter-member with 
existing supplies, equipment or systems maintained by the County pursuant 
to the Los Angeles County Purchasing Policy and Procedures Manual, 
Section P-3700 or a successor provision. 

 
5. A revolving fund (petty cash) purchase pursuant to the Los Angeles County 

Fiscal Manual, Section 4.4.0 or a successor provision. 
 
6. A purchase card purchase pursuant to the Los Angeles County Purchasing 

Policy and Procedures Manual, Section P-2810 or a successor provision. 
 
7. A non-agreement purchase with a value of less than $5,000 pursuant to the 

Los Angeles County Purchasing Policy and Procedures Manual, Section A-
0300 or a successor provision. 

 
8. A bona fide emergency purchase pursuant to the Los Angeles County 

Purchasing Policy and Procedures Manual, Section PP-1100 or a successor 
provision. 

 
D. “Full time” means 40 hours or more worked per week, or a lesser number of 

hours if either condition applies: 
 

1.  The lesser number is a recognized industry standard as determined by the 
chief administrative officer. 

 
2. The contractor has a long-standing practice that defines the lesser number 

of hours as full time. 
 
E. “County” means the County of Los Angeles or any public entities for which the 

Board of Supervisors is the governing body. (Ord. 2002-0040 § 1, 2002: Ord. 
2002-0015 § 1 (part), 2002) 

 
2.203.030  Applicability. 
 
This chapter shall apply to contractors who enter into contracts that commence after 
July 11, 2002. This chapter shall also apply to contractors with existing contracts which 
are extended into option years that commence after July 11, 2002. Contracts that 
commence after May 28, 2002, but before July 11, 2002, shall be subject to the 
provisions of this chapter only if the solicitations for such contracts stated that the 
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chapter would be applicable. (Ord. 2002-0040 § 2, 2002: Ord. 2002-0015 § 1 (part), 
2002) 
 
2.203.040  Contractor Jury Service Policy. 
 
A contractor shall have and adhere to a written policy that provides that its employees 
shall receive from the contractor, on an annual basis, no less than five days of regular 
pay for actual jury service. The policy may provide that employees deposit any fees 
received for such jury service with the contractor or that the contractor deduct from the 
employees’ regular pay the fees received for jury service. (Ord. 2002-0015 § 1 (part), 
2002) 
 
2.203.050  Other Provisions. 
 
A. Administration. The chief administrative officer shall be responsible for the 

administration of this chapter. The chief administrative officer may, with the 
advice of County Counsel, issue interpretations of the provisions of this chapter 
and shall issue written instructions on the implementation and ongoing 
administration of this chapter. Such instructions may provide for the delegation of 
functions to other County departments. 

 
B. Compliance Certification. At the time of seeking a contract, a contractor shall 

certify to the County that it has and adheres to a policy consistent with this 
chapter or will have and adhere to such a policy prior to award of the contract. 
(Ord. 2002-0015 § 1 (part), 2002) 

 
2.203.060  Enforcement and Remedies. 
 
For a contractor’s violation of any provision of this chapter, the County department head 
responsible for administering the contract may do one or more of the following: 
 

1. Recommend to the Board of Supervisors the termination of the contract; 
and/or, 

 
2. Pursuant to chapter 2.202, seek the debarment of the contractor. (Ord. 2002-

0015 § 1 (part), 2002) 
 
2.203.070  Exceptions. 
 
A. Other Laws. This chapter shall not be interpreted or applied to any contractor or 

to any employee in a manner inconsistent with the laws of the United States or 
California. 

 
B. Collective Bargaining Agreements. This chapter shall be superseded by a 

collective bargaining agreement that expressly so provides. 
 



Appendix G (Jury Service Ordinance) 
Page 4 

C. Small Business. This chapter shall not be applied to any contractor that meets all 
of the following: 

 
 1. Has ten or fewer employees during the contract period. 
 
 2. Has annual gross revenues in the preceding twelve months which, if added 

to the annual amount of the contract awarded, are less than $500,000. 
 
 3. Is not an affiliate or subsidiary of a business dominant in its field of 

operation. 
 

“Dominant in its field of operation” means having more than ten employees and 
annual gross revenues in the preceding twelve months which, if added to the 
annual amount of the contract awarded, exceed $500,000. 
 
“Affiliate or subsidiary of a business dominant in its field of operation” means a 
business which is at least 20 percent owned by a business dominant in its field of 
operation, or by partners, officers, directors, majority stockholders, or their 
equivalent, of a business dominant in that field of operation. (Ord. 2002-0015 § 1 
(part), 2002) 
 

2.203.090 Severability.  
 
If any provision of this chapter is found invalid by a court of competent jurisdiction, the 
remaining provisions shall remain in full force and effect. (Ord. 2002-0015 § 1 (part), 
2002) 



APPENDIX H (LISTING OF CONTRACTORS DEBARRED IN LOS ANGELES 
COUNTY) 

 
 
List of Debarred Contractors in Los Angeles County may be obtained by going to the 
following website: 

 
http://doingbusiness.lacounty.gov/DebarmentList.htm 

 

http://doingbusiness.lacounty.gov/DebarmentList.htm
http://doingbusiness.lacounty.gov/DebarmentList.htm


APPENDIX I (INTERNAL REVENUE SERVICE NOTICE 1015) 
 

 

 
 
 
Please visit the Internal Revenue Service website for the latest version of this Notice at: 
http://www.irs.gov/uac/Notice-1015,-Have-You-Told-Your-Employees-About-the-
Earned-Income-Credit-(EIC)%3F 
 

http://www.irs.gov/uac/Notice-1015,-Have-You-Told-Your-Employees-About-the-Earned-Income-Credit-(EIC)%3F
http://www.irs.gov/uac/Notice-1015,-Have-You-Told-Your-Employees-About-the-Earned-Income-Credit-(EIC)%3F


APPENDIX J (SAFELY SURRENDERED BABY LAW) 
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APPENDIX K 
 

(INTENTIONALLY OMITTED) 



APPENDIX L (DETERMINATIONS OF CONTRACTOR NON-RESPONSIBILITY) 
 
 
2.202.010  Findings and declarations. 
2.202.020  Definitions. 
2.202.030  Determination of contractor non-responsibility. 
2.202.040  Debarment of contractors. 
2.202.050  Pre-emption. 
2.202.060  Severability. 
 
2.202.010  Findings and declarations. 
 
A. The Board of Supervisors finds that, in order to promote integrity in the County's 

contracting processes and to protect the public interest, the County's policy shall 
be to conduct business only with responsible contractors. The Board of 
Supervisors further finds that debarment is to be imposed only in the public 
interest for the County's protection and not for the purpose of punishment.  

 
B. Determinations of contractor non-responsibility and contractor debarment shall 

be made in accordance with the procedures set forth in the ordinance codified in 
this chapter and implementation instructions issued by the Internal Services 
Department.  
 
(Ord. 2014-0035 § 1, 2014: Ord. 2005-0066 § 1, 2005: Ord. 2000-0011 § 1 (part), 
2000.)  
 

2.202.020  Definitions. 
 
For purposes of this chapter, the following definitions apply: 
 
A. "Contractor" means a person, partnership, corporation, or other entity who has 

contracted with, or is seeking to contract with, the County or a nonprofit 
corporation created by the County to provide goods to, or perform services for or 
on behalf of, the County or a nonprofit corporation created by the County. A 
contractor includes a contractor, subcontractor, vendor, or any of their respective 
officers, directors, owners, co-owners, shareholders, partners, managers, 
employees, or other individuals associated with the contractor, subcontractor, or 
vendor who participated in, knew of, or should reasonably have known of 
conduct that results in a finding of non-responsibility or debarment.  

 
B. "Contract" means any agreement to provide goods to, or perform services for or 

on behalf of, the County or a nonprofit corporation created by the County.  
 
C. "Debarment" means an action taken by the County which results in a contractor 

being prohibited from bidding or proposing on, being awarded and/or performing 
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work on a contract with the County. A contractor who has been determined by 
the County to be subject to such a prohibition is "debarred."  

 
D. "Department head" means either the head of a department responsible for 

administering a particular contract for the County or the designee of same.  
 
E. "County" means the County of Los Angeles, any public entities for which the 

Board of Supervisors is the governing body, and any joint powers authorities of 
which the County is a member that have adopted County contracting procedures.  

 
F. "Contractor hearing board" means the persons designated to preside over 

contractor debarment hearings and make recommendations on debarment to the 
Board of Supervisors.  

 
G. Determination of "non-responsibility" means an action taken by the County which 

results in a contractor who submitted a bid or proposal on a particular contract 
being prohibited from being awarded and/or performing work on that contract. A 
contractor who has been determined by the County to be subject to such a 
prohibition is "non-responsible" for purposes of that particular contract.  

 
H. "Bid or proposal" means a bid, proposal, or any other response to a solicitation 

submitted by or on behalf of a contractor seeking an award of a contract.  
 
(Ord. 2014-0035 § 2, 2014: Ord. 2005-0066 § 2, 2005: Ord. 2004-0009 § 1, 
2004: Ord. 2000-0011 § 1 (part), 2000.)  
 

2.202.030  Determination of contractor non-responsibility. 
 
A. Prior to a contract being awarded by the County, the County may determine that 

a contractor submitting a bid or proposal is non-responsible for purposes of that 
contract. In the event that the County determines that a contractor is non-
responsible for a particular contract, said contractor shall be prohibited from 
being awarded and/or performing work on that contract.  

 
B. The County may declare a contractor to be non-responsible for purposes of a 

particular contract if the County, in its discretion, finds that the contractor has 
done any of the following: (1) violated a term of a contract with the County or a 
nonprofit corporation created by the County; (2) committed an act or omission 
which negatively reflects on the contractor's quality, fitness, or capacity to 
perform a contract with the County, any other public entity, or a nonprofit 
corporation created by the County, or engaged in a pattern or practice which 
negatively reflects on same; (3) committed an act or omission which indicates a 
lack of business integrity or business honesty; or (4) made or submitted a false 
claim against the County or any other public entity.  
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C. The decision by the County to find a contractor non-responsible for a particular 
contract is within the discretion of the County. The seriousness and extent of the 
contractor's acts, omissions, patterns, or practices as well as any relevant 
mitigating or aggravating factors, including those described in Subsection 
2.202.040 (E) below, may be considered by the County in determining whether a 
contractor should be deemed non-responsible.  

 
D. Before making a determination of non-responsibility pursuant to this chapter, the 

department head shall give written notice to the contractor of the basis for the 
proposed non-responsibility determination, and shall advise the contractor that a 
non-responsibility hearing will be scheduled on a date certain. Thereafter, the 
department head shall conduct a hearing where evidence on the proposed non-
responsibility determination is presented. The contractor and/or attorney or other 
authorized representative of the contractor shall be afforded an opportunity to 
appear at the non-responsibility hearing and to submit documentary evidence, 
present witnesses, and offer rebuttal evidence. After such hearing, the 
department head shall prepare a proposed decision, which shall contain a 
recommendation regarding whether the contractor should be found non-
responsible with respect to the contract(s) at issue. A record of the hearing, the 
proposed decision, and any recommendation shall be presented to the Board of 
Supervisors. The Board of Supervisors may, in its discretion, limit any further 
hearing to the presentation of evidence not previously presented. The Board of 
Supervisors shall have the right to modify, deny, or adopt the proposed decision 
and recommendation of the department head. A non-responsibility finding shall 
become final upon approval by the Board of Supervisors. 

 
(Ord. 2005-0066 § 3, 2005: Ord. 2004-0009 § 2, 2004: Ord. 2000-0011 § 1 (part), 
2000.)  
 

2.202.040  Debarment of contractors. 
 
A. The County may debar a contractor who has had a contract with the County in 

the preceding three years and/or a contractor who has submitted a bid or 
proposal for a new contract with the County.  

 
B. The County may debar a contractor if the County finds, in its discretion, that the 

contractor has done any of the following: (1) violated a term of a contract with the 
County or a nonprofit corporation created by the County; (2) committed an act or 
omission which negatively reflects on the contractor's quality, fitness, or capacity 
to perform a contract with the County, any other public entity, or a nonprofit 
corporation created by the County, or engaged in a pattern or practice which 
negatively reflects on same; (3) committed an act or omission which indicates a 
lack of business integrity or business honesty; or (4) made or submitted a false 
claim against the County or any other public entity.  

 

https://www.municode.com/library/ca/los_angeles_county/code_of_ordinances/TIT2AD_DIV4MIRE_CH2.202DECONSPCODE_2.202.040DECO
https://www.municode.com/library/ca/los_angeles_county/code_of_ordinances/TIT2AD_DIV4MIRE_CH2.202DECONSPCODE_2.202.040DECO
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C. The decision by the County to debar a contractor is within the discretion of the 
County. The seriousness and extent of the contractor's acts, omissions, patterns, 
or practices as well as any relevant mitigating or aggravating factors, including 
those described in Subsection (E) below, may be considered by the County in 
determining whether to debar a contractor and the period of debarment. 
Generally, the period of debarment should not exceed five years. However, if 
circumstances warrant, the County may impose a longer period of debarment up 
to and including permanent debarment.  

 
D. To impose a debarment period of longer than five years, and up to and including 

permanent debarment, in addition to the grounds described in Subsection (B) 
above, the County shall further find that the contractor's acts or omissions are of 
such an extremely serious nature that removal of the contractor from future 
County contracting opportunities for the specified period is necessary to protect 
the County's interests.  

 
E. Mitigating and aggravating factors that the County may consider in determining 

whether to debar a contractor and the period of debarment include but are not 
limited to:  
 
(1) The actual or potential harm or impact that results or may result from the 

wrongdoing. 
 
(2) The frequency and/or number of incidents and/or duration of the 

wrongdoing. 
 
(3) Whether there is a pattern or prior history of wrongdoing. 
 
(4) A contractor's overall performance record. For example, the County may 

evaluate the contractor's activity cited as the basis for the debarment in 
the broader context of the contractor's overall performance history.  

 
(5) Whether a contractor is or has been debarred, found non-responsible, or 

disqualified by another public entity on a basis of conduct similar to one or 
more of the grounds for debarment specified in this Section.  

 
(6) Whether a contractor's wrongdoing was intentional or inadvertent. For 

example, the County may consider whether and to what extent a 
contractor planned, initiated, or carried out the wrongdoing.  

 
(7) Whether a contractor has accepted responsibility for the wrongdoing and 

recognizes the seriousness of the misconduct that led to the grounds for 
debarment and/or has taken corrective action to cure the wrongdoing, 
such as establishing ethics training and implementing programs to prevent 
recurrence.  
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(8) Whether and to what extent a contractor has paid or agreed to pay 
criminal, civil, and administrative liabilities for the improper activity, and to 
what extent, if any, has the contractor made or agreed to make restitution.  

 
(9) Whether a contractor has cooperated fully with the County during the 

investigation, and any court or administrative action. In determining the 
extent of cooperation, the County may consider when the cooperation 
began and whether the contractor disclosed all pertinent information 
known to the contractor.  

 
(10) Whether the wrongdoing was pervasive within a contractor's organization. 
 
(11) The positions held by the individuals involved in the wrongdoing. 
 
(12) Whether a contractor participated in, knew of, or tolerated the offense. 
 
(13) Whether a contractor brought the activity cited as a basis for the 

debarment to the attention of the County in a timely manner.  
 
(14) Whether a contractor has fully investigated the circumstances surrounding 

the cause for debarment and, if so, made the result of the investigation 
available to the County.  

 
(15) Whether a contractor had effective standards of conduct and internal 

control systems in place at the time the questioned conduct occurred.  
 
(16) Whether a contractor has taken appropriate disciplinary action against the 

individuals responsible for the activity which constitutes the cause for 
debarment.  

 
(17) Other factors that are appropriate to the circumstances of a particular 

case. 
 

(Ord. 2014-0035 § 4, 2014: Ord. 2005-0066 § 4, 2005: Ord. 2004-0009 § 
3, 2004: Ord. 2000-0011 § 1 (part), 2000.)  

 
F.  Before making a debarment determination pursuant to this chapter, the 

department head shall give written notice to the contractor of the basis for the 
proposed debarment, and shall advise the contractor that a debarment hearing 
will be scheduled on a date certain. The contractor hearing board shall conduct a 
hearing where evidence on the proposed debarment is presented. The contractor 
and/or attorney or other authorized representative must be given an opportunity 
to appear at the debarment hearing and to submit documentary evidence, 
present witnesses, and offer rebuttal evidence at that hearing. After such 
hearing, the contractor hearing board shall prepare a proposed decision, which 
shall contain a recommendation regarding whether the contractor should be 
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debarred and, if so, the appropriate length of time for the debarment. A record of 
the hearing, the proposed decision, and any recommendation shall be presented 
to the Board of Supervisors. The Board of Supervisors may, in its discretion, limit 
any further hearing to the presentation of evidence not previously presented. The 
Board of Supervisors shall have the right to modify, deny, or adopt the proposed 
decision and recommendation of the contractor hearing board. A debarment 
finding shall become final upon the approval of the Board of Supervisors. 

 
G. In making a debarment determination, the Board of Supervisors may also, in its 

discretion and consistent with the terms of any existing contracts that the 
contractor may have with the County, terminate any or all such existing contracts. 
In the event that any existing contract is terminated by the Board of Supervisors, 
the County shall maintain the right to pursue all other rights and remedies 
provided by the contract and/or applicable law. 

 
H. With respect to a contractor who has been debarred for a period longer than five 

years, the contractor may, after the debarment has been in effect for at least five 
years, request that the County review the debarment determination to reduce the 
period of debarment or terminate the debarment. The County may consider a 
contractor’s request to review a debarment determination based upon the 
following circumstances: (1) elimination of the grounds for which the debarment 
was imposed; (2) a bona fide change in ownership or management; (3) material 
evidence discovered after debarment was imposed; or (4) any other reason that 
is in the best interests of the County. A request for review shall be in writing, 
supported by documentary evidence, and submitted to the chair of the contractor 
hearing board. The chair of the contractor hearing board may either: 1) determine 
that the written request is insufficient on its face and deny the contractor’s 
request for review; or (2) schedule the matter for consideration by the contractor 
hearing board which shall hold a hearing to consider the contractor’s request for 
review, and, after the hearing, prepare a proposed decision and a 
recommendation to be presented to the Board of Supervisors. The Board of 
Supervisors may, in its discretion, limit any further hearing to the presentation of 
evidence not previously presented. The Board of Supervisors shall have the right 
to modify, deny, or adopt the proposed decision and recommendation of the 
contractor hearing board. A reduction of the period of the debarment or 
termination of the debarment shall become final upon the approval of the Board 
of Supervisors. 
 
(Ord. 2005-0066 § 4, 2005: Ord. 2004-0009 § 3, 2004: Ord. 2000-0011 § 1 (part), 
2000.) 
 

2.202.050  Pre-emption. 
 
In the event any contract is subject to Federal and/or State laws that are inconsistent 
with the terms of the ordinance codified in this chapter, such laws shall control.  (Ord. 
2000-0011 § 1 (part), 2000.)  
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2.202.060  Severability. 
 
If any section, subsection, subpart or provision of this chapter, or the application thereof 
to any person or circumstances, is held invalid, the remainder of the provisions of this 
chapter and the application of such to other persons or circumstances shall not be 
affected thereby.  (Ord. 2000-0011 § 1 (part), 2000.) 



APPENDIX M 
 

(INTENTIONALLY OMITTED) 



APPENDIX N (BACKGROUND AND RESOURCES – CALIFORNIA CHARITIES 
REGULATION) 

 
 
There is a keen public interest in preventing the misuse of charitable contributions.  
California’s Supervision of Trustees and Fundraisers for Charitable Purposes Act 
(“Charitable Purposes Act” or “Act”) regulates those raising and receiving charitable 
contributions.  The “Nonprofit Integrity Act of 2004” (SB 1262, Chapter 919) tightened 
Charitable Purposes Act requirements for charitable organization administration and 
fundraising. 
 
The Charitable Purposes Act rules cover California public benefit corporations, 
unincorporated associations, and trustee entities.  They may include similar foreign 
corporations doing business or holding property in California.  Generally, an organization 
is subject to the registration and reporting requirements of the Charitable Purposes Act if 
it is a California nonprofit public benefit corporation or is tax exempt under Internal 
Revenue Code Section 501(c)(3), and not exempt from reporting under Government 
Code Section 12583.  Most educational institutions, hospitals, cemeteries, and religious 
organizations are exempt from the Charitable Purposes Act requirements. 
 
Key new Charitable Purposes Act requirements affect executive compensation, fund-
raising practices and documentation.  Charities with over $2 million of revenues 
(excluding grants and service-contract funds a governmental entity requires to be 
accounted for) have new audit requirements.  Charities required to have audits must 
also establish an audit committee whose members have no material financial interest in 
any entity doing business with the charity. 
 
Organizations or persons that receive or raise charitable contributions are likely to be 
subject to the Charitable Purposes Act.  A Proposer on Los Angeles County contracts 
must determine if it is subject to the Charitable Purposes Act and certify either that: 
 

 It is not presently subject to the Act, but will comply if later activities make it 
subject, or, 

 If subject, it is currently in compliance with the Act. 
 
RESOURCES 
 
The following references to resources are offered to assist Proposers who engage in 
charitable contributions activities.  Each Proposer, however, is ultimately responsible for 
researching and determining its own legal obligations and properly completing its 
compliance certification (Appendix D (Required Forms), Exhibit 20 (Charitable 
Contributions Certification)). 
 
In California, supervision of charities is the responsibility of the Attorney General, whose 
website (http://oag.ca.gov/) contains helpful information for regulated charitable 
organizations. 

http://oag.ca.gov/
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1. LAWS AFFECTING NONPROFITS 
 

The Charitable Purposes Act is found at California Government Code Sections 
12580 through 12599.7.  Implementing regulations are found at Title 11, 
California Code of Regulations Sections 300 through 312.  In California, 
charitable solicitations (“advertising”) are governed by Business & Professions 
Code Sections 17510 through 17510.95.  Regulation of nonprofit corporations is 
found at Title 11 California Code of Regulations Sections 999.1 through 999.5 
(amended regulations are pending).  Links to all of these rules are at: 
http://oag.ca.gov/charities/laws. 
 

2. SUPPORT FOR NONPROFIT ORGANIZATIONS 
 

Several organizations offer both complimentary and fee-based assistance to 
nonprofits, including the Center for Nonprofit Management, 606 S. Olive St 
#2450, Los Angeles, CA 90014 (213) 623-7080 http://www.cnmsocal.org/, and 
statewide, the California Association of Nonprofits, 
http://www.calnonprofits.org/.  Both organizations’ websites offer information 
about how to establish and manage a charitable organization. 
 
The above information, including the organizations listed therein, provided 
under this Subsection of this Appendix N is for informational purposes 
only.  Nothing contained in this Subsection shall be construed as an 
endorsement by the County of Los Angeles of such organizations. 

 

http://oag.ca.gov/charities/laws
http://www.cnmsocal.org/
http://www.calnonprofits.org/


APPENDIX O (DEFAULTED PROPERTY TAX REDUCTION PROGRAM) 
 
 
2.206.010  Findings and declarations. 
2.206.020  Definitions. 
2.206.030  Applicability. 
2.206.040  Required solicitation and contract language. 
2.206.050  Administration and compliance certification. 
2.206.060  Exclusions/Exemptions. 
2.206.070  Enforcement and remedies. 
2.206.080  Severability. 

 
 

2.206.010  Findings and declarations. 
 
The Board of Supervisors finds that significant revenues are lost each year as a result 
of taxpayers who fail to pay their tax obligations on time. The delinquencies impose an 
economic burden upon the County and its taxpayers. Therefore, the Board of 
Supervisors establishes the goal of ensuring that individuals and businesses that benefit 
financially from contracts with the County fulfill their property tax obligation. (Ord. No. 
2009-0026 § 1 (part), 2009.) 

 
2.206.020  Definitions. 
 
The following definitions shall be applicable to this chapter: 
 
A. “Contractor” shall mean any person, firm, corporation, partnership, or combination 

thereof, which submits a bid or proposal or enters into a contract or agreement 
with the County. 

 
B. “County” shall mean the County of Los Angeles or any public entities for which the 

Board of Supervisors is the governing body. 
 
C. “County Property Taxes” shall mean any property tax obligation on the County's 

secured or unsecured roll; except for tax obligations on the secured roll with 
respect to property held by a contractor in a trust or fiduciary capacity or otherwise 
not beneficially owned by the contractor. 

 
D. “Department” shall mean the County department, entity, or organization 

responsible for the solicitation and/or administration of the contract. 
 
E. “Default” shall mean any property tax obligation on the secured roll that has been 

deemed defaulted by operation of law pursuant to California Revenue and 
Taxation Code section 3436; or any property tax obligation on the unsecured roll 
that remains unpaid on the applicable delinquency date pursuant to California 

http://ordlink.com/codes/lacounty/_DATA/TITLE02/Chapter_2_206_DEFAULTED_PROPER.html#1
http://ordlink.com/codes/lacounty/_DATA/TITLE02/Chapter_2_206_DEFAULTED_PROPER.html#2
http://ordlink.com/codes/lacounty/_DATA/TITLE02/Chapter_2_206_DEFAULTED_PROPER.html#3
http://ordlink.com/codes/lacounty/_DATA/TITLE02/Chapter_2_206_DEFAULTED_PROPER.html#4
http://ordlink.com/codes/lacounty/_DATA/TITLE02/Chapter_2_206_DEFAULTED_PROPER.html#5
http://ordlink.com/codes/lacounty/_DATA/TITLE02/Chapter_2_206_DEFAULTED_PROPER.html#6
http://ordlink.com/codes/lacounty/_DATA/TITLE02/Chapter_2_206_DEFAULTED_PROPER.html#7
http://ordlink.com/codes/lacounty/_DATA/TITLE02/Chapter_2_206_DEFAULTED_PROPER.html#8
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Revenue and Taxation Code section 2922 (except for any property tax obligation 
dispute pending before the Assessment Appeals Board). 

 
F. “Solicitation” shall mean the County’s process to obtain bids or proposals for goods 

and services. 
 
G. “Treasurer-Tax Collector” shall mean the Treasurer and Tax Collector of the 

County of Los Angeles. (Ord. No. 2009-0026 § 1 (part), 2009.) 
 

2.206.030  Applicability. 
 
This chapter shall apply to all solicitations issued 60 days after the effective date of the 
ordinance codified in this chapter. This chapter shall also apply to all new, renewed, 
extended, and/or amended contracts entered into 60 days after the effective date of the 
ordinance codified in this chapter. (Ord. No. 2009-0026 § 1 (part), 2009.) 

 
2.206.040  Required solicitation and contract language. 
 
All solicitations and all new, renewed, extended, and/or amended contracts shall contain 
language which: 

 
A.  Requires any contractor to keep County Property Taxes out of Default status at all 

times during the term of an awarded contract; 
 
B.  Provides that the failure of the contractor to comply with the provisions in this 

chapter may prevent the contractor from being awarded a new contract; and 
 
C.  Provides that the failure of the contractor to comply with the provisions in this 

chapter may constitute a material breach of an existing contract, and failure to cure 
the breach within 10 days of notice by the County by paying the outstanding 
County Property Tax or making payments in a manner agreed to and approved by 
the Treasurer-Tax Collector, may subject the contract to suspension and/or 
termination. (Ord. No. 2009-0026 § 1 (part), 2009.) 

 
2.206.050  Administration and compliance certification. 
 
A.  The Treasurer-Tax Collector shall be responsible for the administration of this 

chapter. The Treasurer-Tax Collector shall, with the assistance of the Chief 
Executive Officer, Director of Internal Services, and County Counsel, issue written 
instructions on the implementation and ongoing administration of this chapter. 
Such instructions may provide for the delegation of functions to other departments. 

 
B.  Proposer/contractor shall be required to certify, at the time of submitting any bid or 

proposal to the County, or entering into any new contract, or renewal, extension or 
amendment of an existing contract with the County, that it is in compliance with this 
chapter is not in Default on any County Property Taxes or is current in payments 
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due under any approved payment arrangement. (Ord. No. 2009-0026 § 1 (part), 
2009.) 

 
2.206.060  Exclusions/Exemptions. 
 
A. This chapter shall not apply to the following contracts: 

 
1. Chief Executive Office delegated authority agreements under $50,000. 
 
2. A contract where Federal or State law or a condition of a Federal or State 

program mandates the use of a particular contractor. 
 
3. A purchase made through a State or Federal contract. 
 
4. A contract where State or Federal monies are used to fund service related 

programs, including but not limited to voucher programs, foster care, or other 
social programs that provide immediate direct assistance. 

 
5.  Purchase orders under a master agreement, where the contractor was 

certified at the time the master agreement was entered into and at any 
subsequent renewal, extension and/or amendment to the master agreement. 

 
6. Purchase orders issued by Internal Services Department under $100,000 that 

are not the result of a competitive bidding process. 
 
7.  Program agreements that utilize Board of Supervisors' discretionary funds. 
 
8. National contracts established for the purchase of equipment and supplies for 

and by the National Association of Counties, U.S. Communities Government 
Purchasing Alliance, or any similar related group purchasing organization. 

 
9.  A monopoly purchase that is exclusive and proprietary to a specific 

manufacturer, distributor, reseller, and must match and inter-member with 
existing supplies, equipment or systems maintained by the County pursuant 
to the Los Angeles Purchasing Policy and Procedures Manual, Section P-
3700 or a successor provision. 

 
10. A revolving fund (petty cash) purchase pursuant to the Los Angeles County 

Fiscal Manual, Section 4.6.0 or a successor provision. 
 
11. A purchase card purchase pursuant to the Los Angeles County Purchasing 

Policy and Procedures Manual, Section P-2810 or a successor provision. 
 
12. A non-agreement purchase worth a value of less than $5,000 pursuant to the 

Los Angeles County Purchasing Policy and Procedures Manual, Section A-
0300 or a successor provision. 
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13. A bona fide emergency purchase pursuant to the Los Angeles County 

Purchasing Policy and Procedures Manual Section P-0900 or a successor 
provision. 

 
14. Other contracts for mission critical goods and/or services where the Board of 

Supervisors determines that an exemption is justified. 
 
B. Other laws. This chapter shall not be interpreted or applied to any contractor in a 

manner inconsistent with the laws of the United States or the State of California. 
(Ord. No. 2009-0026 § 1 (part), 2009.) 

 
2.206.070  Enforcement and remedies. 
 
A.  The information furnished by each contractor certifying that it is in compliance with 

this chapter shall be provided under penalty of perjury. 
 
B. Contractor shall not willfully and knowingly make a false statement certifying 

compliance with this chapter for the purpose of obtaining or retaining a County 
contract. 

 
C. For Contractor's violation of any provision of this chapter, the County department 

head responsible for administering the contract may do one or more of the 
following: 

 
1. Recommend to the Board of Supervisors the termination of the contract. 
 
2. Pursuant to chapter 2.202, seek the debarment of the contractor. 
 
3. Recommend to the Board of Supervisors that an exemption is justified 

pursuant to Section 2.206.060.A.14 of this chapter or payment deferral as 
provided pursuant to the California Revenue and Taxation Code. (Ord. No. 
2009-0026 § 1 (part), 2009.) 

 
2.206.080  Severability. 
 
If any provision of this chapter is found invalid by a court of competent jurisdiction, the 
remaining provisions shall remain in full force and effect. (Ord. No. 2009-0026 § 1 (part), 
2009.) 
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EXHIBIT 1 (INSTRUCTIONS FOR DEVELOPING THE PROPOSED PROGRAM 
SERVICES FORM FOR DISEASE PREVENTION AND HEALTH PROMOTION 
PROGRAM) 
 
EXHIBIT 2 (INSTRUCTIONS FOR DEVELOPING THE PROPOSED BUDGET FOR 
DISEASE PREVENTION AND HEALTH PROMOTION PROGRAM) 
 



  APPENDIX Q, EXHIBIT 1 

INSTRUCTIONS FOR DEVELOPING THE PROPOSED PROGRAM SERVICES 
FORM FOR DISEASE PREVENTION AND HEALTH PROMOTION PROGRAM 

 
Please use the following instructions to complete the electronic Proposed Program 
Services. The worksheet has been protected to preclude changes to key fields/cells 
except for designated areas which shall be completed by the Proposer. The form 
automatically performs all necessary calculations and validations. Please note: 
Proposer shall complete the applicable sections in order to accurately reflect the 
Services to be provided for the Fiscal Year. When working with calculations, any 
additional information other than whole number will often create mathematical variances 
therefore, please refrain from using formulas or decimals. 
 

PART I - PROPOSED PROGRAM SERVICES (PPS) FOR  
DISEASE PREVENTION AND HEALTH PROMOTION PROGRAM SERVICES (DPHP) 
 
 
PAGE 1  
Cover Sheet:  Please provide all requested information as indicated in the blue font. 
Once the Fiscal Year and Proposer’s Legal Name have been entered as indicated, the 
information will automatically generate on all pages of the workbook. 
 

1. Enter the Fiscal Year: Enter the Fiscal Year of 2016-2017 onto the appropriate 
line at the top of the page. 
 

2. Enter Proposer’s Legal Name: Enter Proposer’s full legal name onto the 
appropriate line at the top of the page and do not abbreviate. The name listed 
must match the name on the Articles of Incorporation, Business License, Charter, 
or By-Laws.  

 
3. Main Administrative Office Address:  Enter the address of the authorized 

signatory onto the appropriate line as indicated.  
 

4. City/Zip Code/Fax Number:  Enter the City, Zip Code, and Fax Number on the 
appropriate line as indicated.  The State information has already been provided 
on the form and cannot be changed. 

 
5. Mailing Address:  This address should be entered if the Main Administrative 

Address and Mailing Address are different.  If the Main Administrative office and 
the Mailing Address are the same, please delete the default (blue font) language 
and include “Same As Above” on the mailing address line.  
 

6. Prefix:  Enter the appropriate prefix. 
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7. Official Authorized to Sign for the Proposer:  Enter the administrator 
authorized through the board resolution to sign on the appropriate line as 
indicated.  A board resolution will be required prior to contract execution. 

 
8. Job Title:  Enter the title of the authorized signatory.  Please abbreviate the job 

title if the tile does not fit in the cell. 
 

9. Phone Number/Ext.:  Enter the phone number and extension of the contact. 
Note: For the phone number, enter only numbers with no spaces, hyphens, 
parenthesis or any additional characters (i.e., 2223334444). 

 
10. E-Mail Address:  Enter the email address of the Official Authorized to Sign for 

Proposer. 
 
11. Prefix: Enter the appropriate prefix for the Primary/Secondary Contact.  

 
12. Primary/Secondary Contact for Program:  CSS will only contact the 

Secondary Contact in cases where the authorized signatory is not available. 
 

13. Job Title: Enter the title of the Primary/Secondary Contact.  Please abbreviate 
the job title if the title does not fit in the cell.  This person is considered the 
Project Manager (see Appendix A (Statement of Work) Section 6.3 (Project 
Manager).  County will only contact the Secondary Contact in cases where the 
authorized signatory is not available.   

 
14. Phone Number/Ext.: Enter the phone number and extension of the 

Primary/Secondary Contact. Note: For the phone number, enter only numbers 
with no spaces, hyphens, parenthesis or any additional characters (i.e.,... 
2223334444). 
 

15. E-Mail Address:  Enter the email address of the Primary/Secondary Contact. 
 
PAGES 2 & 2a 
 
PAGE 2  
Site Summary: Complete the information requested for each Disease Prevention and 
Health Promotion Site by providing the following: 
 
NOTE: This information may be utilized for public use (e.g., directories, website, and 
brochures).  
                

1. Site Name: Enter the Site name. Abbreviate if necessary.  
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2. Sup. District (Supervisorial District): Indicate in which of the five (5) Los 
Angeles County Supervisorial Districts the Site is located.  

 
3. Site Address:  Provide the address of the physical location.  

 
4. Public Phone Number: Enter the telephone number that Clients may use to 

contact staff at the Site. 
 

5. Site Manager/Phone Number: Provide the full name of the Site’s Manager 
as well as his/her direct telephone number. 

 
6. Hours of Operation: Enter the hours the Site is open for Services under the 

appropriate column according to the days of the week (Monday through 
Friday [M-F], Saturday [Sat] and/or Sunday [Sun]. For example, if the 
Proposer intends to provide Services on Monday, Wednesday, Friday, 
Saturday, and Sunday, then data would be entered as follows: Under column 
‘M-F’ enter: Mon, Wed & Fri – 12 pm – 3 pm & 5 pm – 8 pm; (2) Under 
Column ‘Sat’ enter 12 pm – 3 pm & 5 pm – 8 pm; and, (3) under Column ‘Sun’ 
enter 12 pm – 3 pm & 5 pm – 8 pm.   

 
PAGE 2a  
Site Summary (Con’t): If needed, please use this page as a continuation of page 2. 

 
PAGE 3  
Service Unit Summary: Provide the requested information for all five (5) Supervisorial 
Districts as indicated. Please note this information may be for public use. 
 

1. Proposed Number of Unduplicated Clients: Indicate the Proposed Number 
of Unduplicated Clients for each Supervisorial District for the Fiscal Year of 
2016-2017. 

 
2. Proposed Number of Contacts:  Indicate the Proposed Number of Contacts 

Proposer’s plans to serve for each Supervisorial District for the Fiscal Year of 
2016-2017.  Enter the Costs to provide the Contacts for each Supervisorial 
District for the Fiscal Year of 2016-2017.  The cells will calculate the average 
costs per unit for each Supervisorial District.  Please review Section 2.1.2 
(DPHP Service Delivery) of the 2016-2020 DPHP Request for Proposals 
(RFP) to see the Estimated Funding and Availability of DPHP Monies and the 
Estimated Annual Program Contacts for the DPHP Program.   

 
Once the Contacts and Costs for each Supervisorial District have been 
entered into the form, the form will calculate the average cost of service for 
each Supervisorial District.  
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Monthly Services: Provide the requested information for all five (5) Supervisorial 
Districts as indicated. Please note this information may be for public use. 
 

1. Proposed Number of Contacts: Indicate the number of Proposed Contacts 
Proposer plans to serve for each month of the 2016-2017 Fiscal Year. 

 
2. Proposed Number of Unduplicated Clients: Indicate the Proposed Number 

of Unduplicated Clients for each Supervisorial District for each month for the 
Fiscal Year of 2016-2017. 
 



  APPENDIX Q, EXHIBIT 2 

INSTRUCTIONS FOR DEVELOPING THE PROPOSED BUDGET FOR  
DISEASE PREVENTION AND HEALTH PROMOTION PROGRAM 

 
Please use the following instructions to complete the electronic Proposed Budget. The 
worksheet has been protected to preclude changes to key fields/cells except for 
designated areas which shall be completed by the Proposer. The form automatically 
performs all necessary calculations and validations. Please note: Proposer shall 
complete the applicable sections in order to accurately reflect the Services to be 
provided for the Fiscal Year. When working with calculations, any additional information 
other than whole numbers will often create mathematical variances therefore, please 
refrain from using formulas or decimals. 
 

PART I – PROPOSED BUDGET FOR  
DISEASE PREVENTION AND HEALTH PROMOTION PROGRAM SERVICES (DPHP) 
 
PAGE 1 OF 6 
Cover Sheet:  Please provide all requested information as indicated in the blue font. 
Once the Fiscal Year, and Proposer’s Legal Name have been entered as indicated, the 
information will automatically generate on all pages of the workbook. 
 

1. Enter the Fiscal Year: Enter the Fiscal Year onto the appropriate line at the top 
of the page. 
 

2. Enter Proposer’s Legal Name: Enter Proposer’s full legal name onto the 
appropriate line at the top of the page.  Please do not abbreviate. The name 
listed must match the name on the Articles of Incorporation, Business License, 
Charter, or By-Laws.  

 
3. Main Administrative Office Address:  Enter the address of the authorized 

signatory onto the appropriate line as indicated.   
 

4. City/Zip Code/Fax Number:  Enter the City, Zip Code, and Fax Number on the 
appropriate line as indicated.  The State information has already been provided 
on the form and cannot be changed. 

 
5. Mailing Address:  This address should be entered if the Main Administrative 

Address and Mailing Address are different.  If the Main Administrative office and 
the Mailing Address are the same, please delete the default (blue font) language 
and include “Same As Above” on the mailing address line.  
 

6. Prefix:  Enter the appropriate prefix. 
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7. Official Authorized to Sign for the Proposer:  Enter the administrator 
authorized through the board resolution to sign on the appropriate line as 
indicated.  A board resolution will be required prior to contract execution. 

 
8. Job Title:  Enter the title of the authorized signatory.  Please abbreviate the job 

title if the title does not fit in the cell. 
 

9. Phone Number/Ext.:  Enter the phone number and extension of the Official 
Authorized to Sign for Proposer. Note: For the phone number, enter only 
numbers with no spaces, hyphens, parenthesis or any additional characters (i.e., 
2223334444). 

 
10. E-Mail Address:  Enter the email address of the Official Authorized to Sign for 

Proposer. 
 

11. Prefix: Enter the appropriate prefix for the Primary/Secondary Contact. 
 

12. Primary/Secondary Contact for Program:  Enter the Primary/Secondary 
Contact for the Program.   
 

13. Job Title: Enter the title of the Primary/Secondary Contact.  Please abbreviate 
the job title if the title does not fit in the cell.  This person is considered the 
Project Manager (see Exhibit A (Statement of Work) Section 6.3 (Project 
Manager).  County will only contact the Secondary Contact in cases where the 
authorized signatory is not available.   

 
14. Phone Number/Ext.: Enter the phone number and extension of the 

Primary/Secondary Contact. Note: For the phone number, enter only numbers 
with no spaces, hyphens, parenthesis or any additional characters (i.e., 
2223334444). 
 

15. E-Mail Address:  Enter the email address of the Primary/Secondary Contact. 
 
Program Funding Summary Chart: This Chart will provide an overall summary of the 
total funding reflected on the corresponding pages of the budget document.  Include 
information for the Chart as follows: 
 

1. Column A Supervisorial District: This Column is locked as it is intended for the 
Proposer to use as a reference in completing the Chart. 
 

2. Column B Proposed Grant Funds: Include the proposed amount of Grant Funds 
that Proposer plans to expend for each Supervisorial District. 
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3. Column C Match: Include the total proposed amount of Cash and/or In-Kind 
Match amount Proposer will add towards the DPHP Program (Program) for each 
Supervisorial District.  (For a definition of Match, see Contract Exhibit P 
(Definitions)). 
 

4. Column D Non-Match: Include the total proposed amount of Cash and/or In-Kind 
Non-Match amount Proposer will add towards the Program for each Supervisorial 
District.  (For a definition of Non-Match, see Contract Exhibit P (Definitions)). 
 

5. Column E Program Income: Include the total proposed amount of Program 
Income Proposer will add towards the Program for each Supervisorial District.  
(For a definition of Program Income, see Contract Exhibit P (Definitions)). 
 

6. Column F Total Funding: This Column is locked.  The Form will calculate all 
program funding entered within the Form to provide a sum of total funding for 
each Supervisorial District and an overall Grand Total. 
 

PAGE 2 OF 6 
Budget Summary: This form is intended to be a summary of all costs for the Program 
for Fiscal Year of 2016-2017.  This summary shall reflect the totals for each Cost 
Category as reflected on the following pages of 3 of 6 to 6 of 6.   
 
The Cost Categories noted on the form represent the areas of cost Proposer may reflect 
its expenses for operating the Program.   
 
Include the data for Program costs (i.e., expenditures for operating the Program) and 
funding for each Supervisorial District as follows: 
 

1. Please include the costs of Cash and/or In-Kind for each Supervisorial District for 
each Cost Category as listed (Personnel, Consultants/Sub-contractors, Space, 
Equipment or Materials, Training and Other Costs).  The form will total the 
amounts of each Cost Category for Cash and/or In-Kind under the column titled 
Total Budget. The form will also calculate the Total Direct Costs of each Cost 
Category for each category for each Supervisorial District. 
 

2. Indirect Costs: Please enter the total amount of Cash and/or In-Kind for each 
Supervisorial District for Indirect Costs. Indirect Cash is capped at 10% of the 
Proposed Grant Funds.  Any Indirect costs that exceed the 10% administrative 
cap may be used as a Match. 
 
All Indirect Costs must be supported by an approved Indirect Cost rate (federal 
cognizant agency or CSS) and the Cost Allocation Plan. (For more information 
regarding the Cost Allocation Plan, please refer to Appendix P (Cost Allocation 
and Indirect Cost Requirements for CSS Subawards). 
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The form will calculate the Total Program Costs of Cash and/or In-Kind of each 
Cost Category and the Indirect Costs for each Supervisorial District. 
 

3. Enter the amount of revenue of Cash and/or In-Kind necessary to operate the 
Program for each of the following categories: Match, Non-Match, and/or Grant 
Related Income (see Appendix C (Sample Contract) Exhibit P (Definitions).  

  
4. Match Met/Match Not:  This area is designed to test whether the amount of 

Match entered meets the minimum Match requirement.  When the appropriate 
amount of Match is entered, a message will appear on screen as “Match Met”.  If 
the Match is not met, a message will appear on screen as “Match Not Met” and 
the Proposer will need to provide additional Match contributions. 
 
The form will calculate the Total Funding of Cash and/or In-Kind to operate the 
Program.  The form will also calculate the GRAND TOTAL for each Supervisorial 
District. 
 
NOTE: Proposer shall ensure there is no remaining Variance on the form when 
all costs have been added to the form.  If Variances result on the form after cost 
data has been added, Proposer shall adjust the costs to ensure there is no 
Variance. 
 

PAGE 3 OF 6 
Personnel  
 

1. Please complete as follows: 
 

a. Position Titles:  Enter the title of each staff member who will work on the 
Program.  Abbreviate the job title if the title does not fit in the cell. 

 
b. Column (A) - No. of Employees:  Enter the number of employees for 

each position identified with similar pay and percentage of time. 
 

c. Column (B) - % of Time on Program: Enter the percentage of time the 
employee(s) will spend working on the Program.  Use a separate line to 
report this information if the percentage of time will vary for employees 
with the same title.  

 
d. Column (C) – Monthly Salary:  Enter the total monthly salary for this 

position.  Do not enter hourly rates. Estimate the Monthly Salary if the 
employee is paid by an hourly wage. 
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e. Column (D) – No. of Months:  Enter the number of months the employee 
will be paid under the Program (not to exceed 12 months).   

 
Column (E) – Annual Salary:  This Column is locked.  The total will be 
calculated automatically.  Please note all preceding cells must have data 
entered before calculations in this Column will work.   

 
f. Column (F) – Proposed Grant Funds:  Enter the amount of the 

Proposed Grant Funds that will be used to fund the annual salary for this 
position. 

 
g. Column (G) – Match (Cash/In-kind):  Enter the amount of Match in the 

form of either Cash or In-kind contributions that will be used to fund the 
annual salaries for each employee that will work on the Program. 

 
h. Column (H) – Non-Match (Cash/In-kind): Enter the amount of Non-

Match in the form of either Cash or In-kind contributions that will be used 
to fund the annual salaries for each employee that will work on the 
Program. 

 
i. Column (I) – Grant Related Income:  Enter the amount of Grant Related 

income that will be used to fund the annual salaries for each employee 
that will work on the Program. 

 
Column (J) – Budget:  This Column is locked.  The total budget for each 
employee that will work on the Program should equal Column (E) – Annual 
Salary. 

 
Column (K) – Variance: This Column will display variances between 
columns (E) Annual Salary, and (J) Budget.  Proposer shall ensure there are 
no Variances. 

 
j. Taxes:  Highlighted in yellow (Lower left-hand corner). Enter the total 

percentage representing payroll taxes.  Please note:  Columns (E) and (J) 
must be equal. 

 
k. Benefits:  Highlighted in yellow (Lower left hand corner).  Enter the total 

percentage representing employee benefits.  Please note: Columns (E) 
and (J) must be equal. 

 
The form will calculate the GRAND TOTAL of each employee for the Annual 
Salary (Column E), Proposed Grant Funds (Column F), Cash Match and In-
Kind Match (Column G), Cash Non-Match and In-Kind Non-Match (Column 
H), and Grant Related Income (Column I). 
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The GRAND TOTAL of Personnel cost shall equal the same amount as reflected on 
the Budget Summary (Page 2 of 6). 

 
PAGE 4 OF 6 
Volunteers & Consultants/Sub-contractors 
 

1. Volunteers:  Enter the job title(s) of the volunteer(s). The title(s) of the 
volunteer(s) should be commensurate with the wage being reported.  The total 
volunteer/wage equivalent detail cost must be listed on Line 1 (Personnel) on the 
Budget Summary as In-Kind. 

 
Enter the following data: 

a. Column (A) - No. of Volunteers 
 

b. Column (B) - % of Time on Program 
 

c. Column (C) – Salary Equivalent 
 

d. Column (D) – No. of Months (not to exceed 12 months) 
 

Column (E) – Annual Salary Equivalent - This column is locked.  It will calculate 
Columns A – D and provide the Annual Salary equivalent. 

 
e. Column (G) – Match/In-Kind 

 
f. Column (H) – Non-Match/In-Kind 

 
Column (J) – This column is locked.  It will calculate Columns E, G, and H and 
provide the Budget amount for Volunteers. 

 
Column (K) – Variance: This column will display variances between columns (E) 
Annual Salary Equivalent, and (J) Budget.  Proposer shall ensure there are no 
Variances. 

 
The TOTAL cost of Volunteers shall equal the same amount as reflected on the 
Budget Summary (Page 2 of 6). 

 
2. Consultants/Sub-contractors:  Enter the type of Consultants and/or Sub-

contractors that will be utilized during the Fiscal Year. NOTE: For all Consultants 
and/or Subcontracts utilized by Proposer, Proposer must submit the Sub-
contractor agreement to CSS prior to the start of Services for approval (see 
Appendix C (Sample Contract) Section 8.40 Subcontracting). Complete the 
Columns as follows: 
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a. Column (A) – Unit Cost:  Enter the actual negotiated rate of each listed 

Consultant/Sub-contractor Proposer plans to utilize in support of Program 
operations. The Unit Cost must be as reflective of the actual cost as 
possible. Although costs may differ from month to month, please provide 
the best estimated Unit Cost possible. 

 
b. Column (B) – Number of Units:  Enter the estimated or agreed 

reimbursement schedule/rate per month. For example, if you are paying 
for Services bi-weekly, then the costs should be reflected as: Agreed unit 
Cost/Rate of Reimbursement x 2 (for the number of times your agency will 
reimburse the Sub-contractor for one month) x 12 months.  

 
c. Column (C) – Number of Months: Enter the number of months (not to 

exceed 12 months). 
 

Column (D) – Total Cost:  This Column is locked.  The Column will calculate 
Columns A – C for the Total Cost.   NOTE: Numeric values must be entered 
in Columns (A), (B), and (C) in order for Column (D) to calculate 
automatically. 

 
d. Column (E) – Grant Costs: Enter the amount of the Proposed Grant 

Funds that will be used for Consultant/Sub-contractor costs.  
 

e. Column (F) – Match (Cash/In-kind):  Enter the amount of the Proposer’s 
Match in the form of either Cash or In-kind contributions that will be used 
for Consultant/Sub-contractor costs. 

 
f. Column (G) – Non-Match (Cash/In-kind):  Enter the amount of the 

Proposer’s Non-Match in the form of either Cash or In-kind contributions 
that will be used for Consultant/Sub-contractor costs. 

 
g. Column (H) – Grant Related Income:  Enter the amount of proposed 

Grant Related Income that will be used for Consultant/Sub-contractor 
costs 

 
Column (I) Budget: This Column is locked.  This Column will calculate columns 
E – H.  This amount should equal column (D) Total Costs. 

 
Column (J) – Variance: This Column will display variances between Columns 
(D) Total Cost, and (I) Budget.  Proposer shall ensure there are no Variances. 

 
The TOTAL cost of Consultants/Sub-contractors shall equal the same amount as 
reflected on the Budget Summary (Page 2 of 6). 
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PAGE 5 OF 6 
Space/Training/Equipment 

 
1. Space – Enter the location of the Space wherein Program or administrative 

services will be provided. Complete the Columns as follows:  
 

a. Column (A) Unit Cost:  Enter the cost per square foot. This amount must 
be a fair market value and supported by documentation. 
 

b. Column (B) Number of Units:  Enter the total square footage of Space 
being used for the Services. 

 
c. Column (C) – The Number of Months: Enter the number of months (not 

to exceed 12 months).  
 

Column (D) - Total Cost:  This Column is locked.  The Column will calculate 
Columns A – C. 

 
d. Column (E) – Proposed Grant Funds:  Enter the amount of the 

Proposed Grant Funds that will be used for Space costs. 
 
e. Column (F) – Match:  Enter the amount of the Proposer’s Match in the 

form of Cash or In-kind contributions that will be used for Space costs. 
 

f. Column (G) – Non-Match (Cash): Enter the amount of the Proposer’s 
Non-Match in the form of Cash contributions that will be used for Space 
costs. 

 
g. Column (H) – Grant Related Income:  Enter the amount of proposed 

Grant Related Income that will be used for Space costs. 
 

Column (I) – Budget: This Column is locked.  The Column will calculate 
Columns E – H.  This amount should equal Column (D) Total Cost. 
 
Column (J) – Variance: This Column will display variances between Columns 
(D) Total Cost, and (I) Budget.  Proposer shall ensure there are no Variances. 
 
The TOTAL cost of Space shall equal the same amount as reflected on the 
Budget Summary (Page 2 of 6). 

 
2. Training: In the space provided, enter the training sessions that will be 

conducted for employees.  Complete the Columns as follows: 
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a. Column (A) – Unit Cost:  Enter the cost per training session. The unit 
cost must be as reflective of the actual costs as possible. Although costs 
may differ from month to month, please provide the best estimated cost 
possible.  

 
b. Column (B) – Number of Units:  Enter the number of training session to 

be conducted for the Fiscal Year. 
 

c. Column (C) – Number of Months: Enter the number of months (not to 
exceed 12 months).  

 
Column (D) – Total Cost: This Column is locked.  The Column will calculate 
Columns A – C.  

 
d. Column (E) – Proposed Grant Funds:  Enter the amount of Proposed 

Grant Funds that will be used to provide the training sessions. 
 

e. Column (F) – Match (Cash/In-kind):  Enter the amount of the Proposer’s 
Match in the form of either Cash or In-kind contributions that will be used 
towards the training sessions. 

 
f. Column (G) – Non-Match (Cash/In-kind): Enter the amount of the 

Proposer’s Non-Match in the form of either Cash or In-kind contributions 
that will be used to towards the training sessions. 

 
g. Column (H) – Grant Related Income:  Enter the amount of proposed 

Grant Related Income that will be used towards the training sessions. 
 

Column (I) - Budget: This Column is locked.  The Column will calculate 
Columns E – H.  This amount should equal Column (D) – Total Cost. 
 
Column (J) – Variance: This Column will display variances between Columns 
(D) Total Cost, and (I) Budget.  Proposer shall ensure there are no Variances. 
 

The TOTAL cost of Training shall equal the same amount as reflected on the 
Budget Summary (Page 2 of 6). 

 
3. Equipment:  In the space provided, enter equipment items that will be 

purchased for use in program operations.  Complete the Columns as follows: 
 

h. Column (A) – Unit Cost:  Enter the cost per unit. The unit cost must be 
as reflective of the actual costs as possible. Although costs may differ 
from month to month, please provide the best estimated cost possible.  
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i. Column (B) – Number of Units:  Enter the number of items to be 
purchased. 

 
j. Column (C) – Number of Months: Enter the number of months (Not to 

exceed 12 months).  
 

Column (D) – Total Cost: This Column is locked.  The Column will calculate 
Columns A – C.  

 
k. Column (E) – Proposed Grant Funds:  Enter the amount of Proposed 

Grant Funds that will be used to purchase the equipment item(s). 
 

l. Column (F) – Match (Cash/In-kind):  Enter the amount of the Proposer’s 
Match in the form of either Cash or In-kind contributions that will be used 
to purchase the equipment item(s). 

 
m. Column (G) – Non-Match (Cash/In-kind): Enter the amount of the 

Proposer’s Non-Match in the form of either Cash or In-kind contributions 
that will be used to purchase the equipment item(s). 

 
n. Column (H) – Grant Related Income:  Enter the amount of proposed 

Grant Related Income that will be used to purchase the equipment item(s). 
 

Column (I) Budget: This Column is locked.  The Column will calculate 
Columns E – H.  This amount should equal Column (D) – Total Cost. 
 
Column (J) – Variance: This column will display variances between Columns 
(D) Total Cost, and (I) Budget.  Proposer shall ensure there are no Variances. 

 
The TOTAL cost of Equipment shall equal the same amount as reflected on the 
Budget Summary (Page 2 of 6). 

 
PAGE 6 OF 6 
Other Cost Detail: For each cost category (i.e., Accounting Services, Advertising, Audit 
Services, etc.) complete each that applies. 
 
Mileage and Additional Other Cost Categories:  
Mileage must be calculated by the cost per mile and the estimated number of miles. The 
cost per mile can’t exceed the AAA approved unit rate which is currently .54 cents per 
mile. 
Proposer may add additional Other Cost Categories if needed in the remaining rows of 
the Other Costs Detail. 
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a. Column (A) Unit Cost:  The unit cost must be as reflective of the actual 
costs as possible. Although costs may differ from month to month, please 
provide the best estimated cost possible.  
 

b. Column (B) Number of Units:  Enter the number of items to be 
purchased or services to be used in support of the Program. 

 
c. Column (C) Number of Months: Enter the number of months (not to 

exceed 12 months).   
 

Column (D) Total Cost:  This Column is locked.  The Column will calculate 
Columns A – C. 

 
d. Column (E) Proposed Grant Funds:  Enter the amount of the Proposed 

Grant Funds that will be used to purchase the items or services. 
 

e. Column (F) Match (Cash/In-kind):  Enter the amount of the Proposer’s 
Match in the form of either Cash or In-kind contributions that will be used 
to purchase the items or services. 

 
f. Column (G) Non-Match (Cash/In-kind):  Enter the amount of the 

Proposer’s Non-Match in the form of either Cash or In-kind contributions 
that will be used to purchase the items or services. 

 
g. Column (H) Grant Related Income:  Enter the amount of proposed Grant 

Related Income that will be used to purchase the items or services. 
 

Column (I) Budget: This Column is locked. The Column will calculate 
Columns E – H.  This amount should equal column (D) Total Cost.  
 
Column (J) – Variance: This Column will display variances between 
Columns (D) Total Cost, and (I) Budget.  Proposer shall ensure there are no 
Variances. 

 
The TOTAL cost of Other Cost shall equal the same amount as reflected on the 
Budget Summary (Page 2 of 6). 
 

Indirect Costs: 
Please note that Proposers can only charge 10% of the Proposed Grant 
Funds to the Program.  Indirect Cash is capped at 10% of the Proposed 
Grant Funds.  Any Indirect costs that exceed the 10% administrative cap 
may be used as a Match.  All Indirect Costs must be supported by the 
Cost Allocation Plan submitted by Proposer. (For more information 
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regarding the Cost Allocation Plan, please refer to Appendix P (Cost 
Allocation and Indirect Cost Requirements for CSS Subawards).  

 
 
 


